Rhode Island State Labor
Relations Board RISLRB

E-FILING INSTRUCTIONS
RISLRB.EFILE@RISLRB.RI.GOV

Users should review these instructions, in full, prior to use.



RISLRB Quick Tips

To Register, go to www.rislrb.ri.gov.

Click on the “E-Filing” tab on the toolbar to register and
login.

You must provide a password of a minimum of seven (7)
alpha numerical characters.

Your Personal ldentification Number (PIN) is your electronic
signature.

Documents must be in PDF format (See exception rules)
The E-Filed document is considered the original document.

Documents larger than 25MB should be divided in parts and
Identified as such.

Documents must comply with the RI State Labor Relations
Board’s Rules and Regulations regarding E-Filing.
(Section 6.00 et seq.)

Parties shall be required to keep an original of all
documentation submitted through the E-Filing process,
should it be necessary for production.



http://www.rislrb.ri.gov/

Registration and Access

Proceed to www.rislrb.ri.gov for registration and/or
login for the RISLRB E-Filing process.

Review and accept— E-Filing User Agreement.

Registration — Complete the Electronic Filing
Registration

Filing of documentation — Proceed to the File
Documentation Page

E-Filing of registration and/or documentation —
Confirmation Page



http://www.rislrb.ri.gov/

E-Filing User Agreement

e In order to register for an account with
RISLRB, you must accept the terms and
conditions of the User Agreement. Failure
to accept these terms will take you back to

the login screen.
e To view the “E-Filing User Agreement” click
here.

e Upon acceptance of the E-Filing User
Agreement, the registration process may

begin.



file://Dlt-fs1/Labor_users/rgolden/_ROBYN'S FILES/_EFILING/User Agreement.pdf

E-Filing - Registration

On the Registration Screen, fill out the required
Information.

The email address and password you provide
will be your login credentials for future access
to the E-Filing site.

You must provide a password of a minimum of
seven (7) alpha numerical characters

You are responsible for the security of your
password.

After submitting your information, your
registration will become active after it has been
reviewed by RISLRB.

Upon full activation, you will receive an email at
the address you used to register, notifying you
of your Personal Identification Number (PIN).




E-Filing Registration/

\e

Electronic Filing Registration

Name: Frst| | : |
Organization;|
Tite:[
Street Address:|
City, State, Zip:[ | | || |
WorkPhone:l | CllPhonesl ]
0 Cfim_ ]
Password: ] Confim ]

For easy password retrieval in the event of  forgotten or lost passwerd,
please fill out the password reminder hint below:

Passiword Reminder| |

Answer:| |

I hereby submit my registration application for electronic access
and PIN number to the Rhode Island State Labor Relations Board.

3eZv

Enter the code shown:

| Create User Regstraton || Canel |

| |

Electronic Filing Registration Notification

Confirmed!

Thisconfims your registraton as  user of the
Rhode [sland State Labor Relations Board Electronic ilng (E<Fing) System,

Your PIN is; 1234

Please secure your Personal dentfication Number (PIN), a this PIN s legal
verficaton of your wntten signature and wil be required or ling of all
ocumentation with the Rl State Labor Relations Board (RISLRE)

An emall containing your PIN will e transmited to your reqistered e-mal
You may prinkthis screen for your records,

Logn Pge




Access

e Registered? Login...
e Go to: www.rislrb.ri.gov
e Click on the “E-Filing” tab on the toolbar.

E-File Login
Not Registered? Click here,

Nzed help with E-FILING? Find instructicns here.

Ernail:l I

Password: | I

Forgotten password? Enter your email address and click hers.

The Rhode isiand dads Lubor Pelafions Eoard is an equal oppo-tunily employeriprogram. Auxiiiary 2ids and servioss are svalisdls upon request io individuais with disabiifies. TTY via Ri Relay: 711



http://www.rislrb.ri.gov/

E-Filing Document Page

The file document page allows you to electronically file
documents in a case.

If you choose “New Case Filing” you will not have a case
number; skip down to “Document to File” and continue with
filing.

If you choose “Existing Case File” enter appropriate case
number and proceed with filing.

The “Note” Section should be utilized for any comments, or
questions the filer may have concerning the filing of the
document. The Administrator or its Agent will review your
comments and respond accordingly.

Your PIN authorizes the filing of the document. You must
enter your PIN to file a document.




E-Filing Document Page

File Document Page

New Case Filing
Bsisting Case Filing

ol

| FORMS: Entry of Appaarance

PDF or Word File to Upload: Browse...
Documents langer than 25 ME should be divided into components and dentified as such,

***Word fies to be used ONLY when filing Statement/Responses for Unfair Labor Practice Charges to the
RI State Labor Relations Board ===

All documents uploaded to the system must be in Adobe PDF format,
(Word format for Unfair Lebor Practics Charges - Statement/Responsas).

All documentation must be recsived by 3:00 PM in order to be considered timelhy filed for that calendar day.
Documentation received after 3:00 PM shall be considered filed and documented on the next regular business day,

When filing & document with RISLRB, the filer is responsible for assurance that no information protected by privacy o
confidentiality laws are contained in such documents, Thus, the individual filing the document has the responsibility to
redact (black out) or remove any protected private or confidential nformation, induding, but not imitad to Sodia
Secur'-\,f numbers, from every document w be filed




E-Filing Confirmation

e Once a document has been successfully
e-filed, users will receive a confirmation of
receipt, which may be printed for your
records.

Upon review of the documentation
submitted by the RISLRB, the user will then
receive an electronic confirmation of
acceptance or denial of filing.

Documents must be filed and received
on/or before 3:00 p.m., in accordance with
the Board’s Rules and Regulations,
Sub-Section §6.01.8(c) to be considered
timely filed for that calendar day.




E-Filing Confirmation

MESSAGE | DEVELOPER

NN O g Accepted | T Moveto: SRiese O MarkUnread i
%Ignme x L(i t(l t_; E'_Meeﬂng ﬂ 1ling Accepl Moveta: ? ; - Kules ark Unrea

E—Fing Confirmation , U ﬂFi\ing Rejected B Manager |+ .,mOneNote - Categorize~ )
. Delete | Reply Reply Foward f3 . _|| Moe fanslate Zoom
Sghuk i A7|y QWore 5 Team El M || BJAmons' P Follow Up~ [§ v
YOUR DOCUMENT(S) HAVE BEEN RECEIVED. Delete Respond Web Eile Quick Steps G Move Tags G Edting Toom A

Fri10/9/2015 146 PM

Bokoski, Steve (OLT)

Existing Case Filing ULP-34235 PETITIONS: Unfair Labor Practice Charge
To Bokoski Steve (OLT)
(0 You repi o this message on 107222015 212 M,

All documentation must be received by 3:00 PM in order to be considered timely filed for that calendar day.
Documentation received after 3:00 PM shall be considered filed and documentated on the next reqular
business day.

You may print this page for your records.

Message E‘/aminn Acerual Chart.pdf (L1 KB]

Case No.; [ a4z

Case Name: [P
Case Title:
LT
|Lat:a\ 401, RIESA AND

Local 401, RIESA

Fier: | |
PN 280
] Date it 1092015
Tie i 145 P
E-mail Address:| \ e

Document;[Vzcztor Acrua Cra | This is a peiton for an unfai labor practice charge

S —
L

OTE: It is your responsibility to certify a copy of your pleading or paper on the other parties in this case.




E-Filing Confirmation

MESAGE | NS OPTONS  FORATTET  RMEW  DEVELOPR

Ot foime iy 8 fi o | [F Followlp~
A A 1 Vo v
B Copy | HighImportance
Paste ) BIU WA === &z Addes Check | Attach Attach Signature Zoom | Appsfor
¥ Format Painter b Book! Namesi| Fiel Reme LowImportance Office
Clipboard & Basic Text 7 Names Include Tags G Zoom | Apps A
To.. . Bokosk, Steve
8=
(e
Send

Subject | Electronic Filing Accepted, RE: Existing Case Filing ULP-34235 PETITIONS: Unfair Labor Practice Charge

MESSAGE | INSERT ~ OPTIONS ~ FORMATTEXT  REVIEW

iy X Ot £xle-e.h EEE é’. @ fi Q. [» Follon Up * Q a
B Copy @ ! HighImportance
Paste BT U #.p. === &= Addres Check  Mlach Attach Signature Toom | Apps for
¥ Format Painter Book Names  File Hem 4 Low Impartance Offce
Clipboard G Basic Text rt Names Incude Tags G Zoom | Apps A
To | Eokosk Steve (XT) ‘
o
(e ‘
Send

Subject | Electronic Filing Rejected. RE: Existing Case Filing ULP-34233 PETITIONS: Unfair Labar Practice Charge

Now submission s accepted.

—Original Message—

From: Bokoski, Steve (OLT)

Sent: Friday, October 09, 2015 1.45 PM

To: Bokoski, Steve (DLT)

Subject: Existing Case Filing ULP-34235 PETITIONS: Unfair Labor Practice Charge

Case Title:

DLt

AND

Local 401, RESA

PIN: 2670
Date Filed: 10/92015
Time Filed: 1:45PM

This is a pefition for an unfair labor practice charge

Your submission is rejected for the following reason(s)

Sub-section 6 is not appropriate. Should be sub-section 3|

Please resubmit document with appropriate comections as indicated above.

~—(rniginal Message—

From: Bokoski, Steve (OLT)

Sent: Friday, October 09, 2015 1:46 PM

To: Bokoski, Steve (DLT)

Subject: Existing Case Filing ULP-34235 PETITIONS: Unfair Labor Practice Charge

Case Title:

DLt

AND

Local 401, RESA

PIN: 2670
Date Filed: 1092015
Time Filed: 1:45 PM

This is a petiion for an unfai labor practice charge

>

<]



Change Account Settings

To make any of the following below changes
to your account, click on the “Change
Account Settings” button on the File
Documentation Page:

e Change User Information

e Change Password

e Password Recovery

e Change Password Question and Answer
e Account Deactivation




Change User Information

Change User Information

Name; Firsts|

Organization:|

Title:|

Strest Address:|

City, State, Zip:

Work Phone:

Cell Phone:|

Emazil addre== connot b=
changed. IT you nes=d o

Email |

changs [he smsil sddress,

Aeactivats this scoount and
creolz a new acount.

Your PIN was randomly

PIN:|

gene=ratad when this sccount
was oeabed. The PIN canmol

b= chamged.

T LA

Enter the code shown:

| Save Updated Information |

Change Password H Gangeﬂmmder” Account Deactivation “ To File Document Page




Change Password

Change Password

Old Password:

New Password:

Retype New Password:




Password Recovery

Password Recovery

Please answer the following security question:
Assistant’s first name

Your password is passwrd

Recover Password Return to Login Page




Change Password and
Password Question

Change Password Reminder

Password:

Password Reminder:

Answer:

Change Password Reminder

The Rhods Isiand State Labor Relations Eoard Is an equal opportunily employer'program. Auxiilary aids and servioes are svaliable upon request io individuais with disabliities. TTY via RI Relay: 711




Account Deactivation

Account Deactivation

Registration Deactivation is the withdrawal from participation in the electronic
document management system that deactivates the registered user's profile.

Deactivation of an account does not authorize non-electronic filing of documents,
nor shall it be considered a withdrawal from a proceeding.

Should changes to your e-mail address occur (i.e.:// as a result of a change in
employment),
you will need to deactivate this account and create a new account using your
new e-mail address.

Enter the code

7& HA shown:

Continue with the deactivation of this account?

The Rhode Isiand Biate Lador RelaBons Board Is an equal opportunily empioyer/program. Auxiiiary 3ids and servioes sre svaliable upon request 10 individuals with disabliibes. TTY via RI Redsy: 711



Confidential Information

Each person electronically filing a document
with the Rl State Labor Relations Board has
the responsibility to ensure that no
Information protected by privacy or
confidentiality laws Is contained in such
document. This means that the person filing
the document has the responsibility to redact
(black out) or remove any protected, private,
or confidential information, including, but not
limited to a social security number, from
every document to be filed.




Questions?

QUESTIONS REGARDING E-FILING
CONTACT:

Administrator
R| State Labor Relations Board
risirb.web@rislrb.ri.gov
R| State Labor Relations Board
1511 Pontiac Avenue, Building #73, 2"d Floor
Cranston, Rl 02920
(401) 462-8830







